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User Information & Order Form 
 

DATE OF ORDER: ________________ DATE ORDER COMPLETED: _________________ 
NAME:______________________________________________________________________ 
ADDRESS:___________________________________________________________________ 

         ___________________________________________________________________ 
         ___________________________________________________________________ 

      E-MAIL: ______________________________ 
TELEPHONE: ______________________________________ FAX: _________________________________ 
FOR STATE USE:    Allotment Code____________    Cost Center____________ 
************************************************************************************************************ 
 Paid Pickup     Will Pay-Pickup    Paid Mail     Will Pay-Mail     CC     JV     Other________ 
Please provide a description of image(s) including title or name, negative or print number.  If only an accession or 
location number is available, please provide that.  Include photocopies when possible. 
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* All images will be printed/scanned full frame.                                  SUB TOTAL (this page)   _________ 
* Special cropping by request only.                    TOTAL  (from other pages)   _________ 

   RUSH  100% ,  200%,  300%    _________ 
                        CD/s      _______          _________ 
                                                                                                                           POSTAGE                    _________             
Requisitioned by: ___________________________(L&A Staff)                TOTAL DUE (all pages)   _________ 
 
 
SCANNING INSTRUCTIONS:     DPI ________         TIFF (PC / MAC)        CD _____         E-mail (JPEG only) _____ 
                                                                                                       JPEG 
OTHER NOTES: 
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Rev.  8-1-06                                                                                 (Continued on back) 



Specify how each image will be used by assigning the applicable letter(s) to each entry in the boxes provided below.  
Are these items from an Archival or Map Collection? ________________________ 
A. Publication/ Print media B. Exhibition  C. Film or TV  D.Video 
E. Publication/ Electronic media F. Commercial  G. Book Jacket/Magazine Cover 
H.  Web use (please specify URL of site)_________________________________ 
I. Personal Use (not published) 

 
        1. 
______________________________________________________________________________ 
        2. 
______________________________________________________________________________ 
        3. 
______________________________________________________________________________ 
        4. 
______________________________________________________________________________ 
        5. 
______________________________________________________________________________ 
 
Publication or media title:           

Publisher: Date to be published:    

I am aware of and hereby agree to abide by the conditions on the next page of this form and to use the credit line 
Courtesy of Tennessee State Library and Archives.  I assume full responsibility in regard to copyright.  It is understood 
that only one-time use rights are granted in all cases. 
 
_____________________________________________________________________________________ 
Name and Title (please print)  Signature  Date 
 
Tennessee State Library and Archives(TSLA) in no way waives its right to future publication of the image(s) 
supplied to you or the right to grant others permission to use them. TSLA does not grant rights in perpetuity. 
 

CONDITIONS FOR IMAGE USE 
 
1. Images must be properly credited:  Courtesy of Tennessee State Library and Archives. 
 
2 Images may be resized for patron convenience.  Images are not to be digitally manipulated or  
            changed in any way without expressly noting that the “Image has been altered from the original.” 
 
3. Images are to be used only once for the purpose listed on this form.  Any subsequent or different use 

constitutes a re-use and must be applied for in writing subject to applicable fees. 
 
4. Users assume responsibility for questions of copyright and invasion of privacy that may arise in the  
            use of the TSLA image(s). 
 
5. TSLA reserves the right to limit the number of copies; to restrict the use and reproduction of rare or 

valuable materials; to make special price quotations for materials involving unusual difficulty in 
copying; and to charge a different copying fee than specified. 

 
6. Digital reproduction of TSLA images for Web use will be limited in resolution to 72 d.p.i.  Higher 

resolution reproductions will be provided for publication. 
 
7. Tennessee State Library & Archives encourages the researcher to provide this repository with one 

complimentary copy of the finished work. 
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